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APPENDI X C

PCSI TI ON CLASS | F 1CATION REVI EW AND APPEAL PROCEDURES
FOR ADM NI STRATI VE SUPPORT, PATRON SERVI CES |,

AND UNI VERSAL ANNUAL POSI TI ONS

A COVERAGE

These procedures apply to NAF enpl oyees in the Adm nistrative Support (AS)
Patron Services ( PS) , and Universal Annual (UA) categories who are subject to
t he provisions of DoD Instruction 1401. 1.

B. POSI TI ON REVI EW SYSTEM PROCEDURES

1. The Right to Appeal. Under the position classification review and
appeal s system an enpl oyee may request a review of the grade, title, or series
assigned to his or her position. The job standards, position description accu-
racy, pay rate, or wage schedule rate are not subject to a review or appeal
procedur e.

2. POSitiOn Description ( PD) Accuracy

a. Dissatisfaction with a Position Description (pp) should be resol ved
| ocal Iy through review and grievance procedures. |In such cases, any objections
t he enpl oyee may have to the PD shall be taken into consideration provided the
appeal file includes docunentation that the enployee’ s dissatisfaction has been
consi dered and a decision rendered under the provisions of Chapter V, Sub-
section A.4. A decision based on these considerations shall be made within the
60-day time limt established in paragraph B.3.b, bel ow

b. If the accuracy of the PD cannot be resolved, the appropriate DoD
Conponent Headquarters or Commander, AAFES, shall decide the request for
classification review on the basis of the actual duties required to be
performed on a continui ng basis.

3. DoD Component Review System  Each DoD Conmponent shall establish a
systemthat facilitates a tinely review of enployees’ applications” for position
classification reviews. The provisions of this systemshall be published and
made available to NAF AS, ps, and UA enpl oyees, their representatives, and

recogni zed |abor organizations. The DoD Conponent review procedures mnust
provi de for:

a. One review level only within the DoD Conponent before the final
decision is issued. This level shall be above the position classification
authority level that took the action for the review requested.

b. Wen a decision is not issued by the DoD Conponent authority wthin
60 days fromthe date the enployee filed the application for review, the
enpl oyee may request that a higher Conponent-|evel assume jurisdiction. \Wen

no hi gher Conponent-level exists, the enployee may submt the application for
review to the DOD NAF Personnel Policy Ofice.
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c. The DoD Conponent shall base the decision on the record, in
witing. Wien the request is not sustained, the enployee shall be advised of
his or her further right of appeal to the DoD NAF Personnel Policy Ofice. In
addition, the decision shall include an analysis of the enployee's job conpared
Wi th appropriate DoD NAF Job- G ading Standards for AS and PS positions, or with
DoD and OPM Position Classification Standards for UA positions. If the
deci si on sustains the enployee's application and corrective action is
necessary, the effective date of change in the grade of the job shall not be
later than the first day of the first pay period, beginning after the 60th day
fromthe date the application was fil ed.

d. Wen a classification action results in a change to a | ower grade
or loss in pay, the oo Conponent shall notify the affected enployee pronptly,
in witing, of its decision and the effective date. The normal effective date
of a change in pay because of a grading or regrading of a position is the date
the action is approved in the agency, or a later date specifically stated.
However, the effective date may not be later than the beginning of the first
pay period that begins after the 60th day fromthe date of the classification
action that results in a change to a |ower grade or loss in pay. The notice
shal | advise the enpl oyee about his or her right to review by the Conponent
authority and right to appeal to the DoD NAF Personnel Policy Ofice.
Additionally, the notice shall specify that to be entitled to retroactive
corrective action, the enployee nust request review within 15 cal endar days of
the effective date of the change to a | ower grade or |oss of pay.

e. An enployee filing an application for review under the DoD
Conmponent or DoD appeals systemhas the right to be represented and advi sed by
a representative of his or her owm choosing, and to take a reasonabl e anmount of
official tine to present the application. An enployee who subnits an
application for review and the enployee’'s representative shall be free from
restraint, interference, coercion, discrimnation, or reprisal because of his
or her participation in the review system

c. APPLI CATI ON FOR REVI EW

1. Content of Application. An enployee’s application shall be in witing
and shall clearly state the reasons the enpl oyee believes his or her job is
erroneously classified. The application shall include:

a. Full name and namiling address.

b. Location and organi zational designation of enploynent.
c. present title, series, and grade.

d. Requested title, series, and grade.

e. A statenent of facts that the enployee believes may affect the
classification of the position.

2. Enployee Responsibilities. The enployee shall furnish any additional
facts pronptly that may be requested by the DoD Conponent review authority or
the DoD NAF Personnel Policy Ofice.
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3. Tinme Limt for Filing Application. An enployee may file an application
for review at any time. However, when the application involves a reduction in
grade or loss of pay, it nmust be filed in a timely manner as in paragraph
B.3.d. of this Appendix to establish and nmaintain entitlenent to retroactive
corrective action. This time limt may be extended if the enployee can show
that he or she was not notified of the tine limt, was not aware of it, or was
prevented by circunstances beyond his or her control fromfiling an application
Wthin the prescribed tine limt.

4. Cancellation of Application. An enployee’s application for review or
appeal under the DoD Conponent or DoD appeal s system shall be cancel ed
| medi ately when:

a. The enpl oyee requests the termnation of his or her application.
This request nust be in witing.

b. It is learned that the enployee is no longer in the job that was
the subject of the application, except when the enployee is entitled to

retroactive benefits, including benefits allowable after the death of the
enpl oyee.

c. 2n enployee fails to prosecute or furnish required information
pronptly.

D.  POSI TI ON CLASSI FI CATI ON APPEALS REVI EW FI LE

Each DoD Conponent is responsible for maintaining a position classification
review file that shall constitute the review record. This record may not
contain any information that is not nade available to the enployee. This
review file shall include:

1. An individual PD in which the duties are certified as being accurate.
(If this cannot be acconplished, docunentation of disputed duties and responsi -
bilities shall be attached to the official PD.)

2. Pertinent organizational charts reflecting the |ocation of the
position,

3. An analysis and evaluation of the duties and responsibilities of the

enpl oyee, as conpared with appropriate standards, and a copy of the review
deci si on.

4, Conponent recommendations or any supplenentary information bearing on
the enployee’s duties’ and responsibilities.

E. APPLI CATI ON FOR APPEAL

1« The enployee or his or her designated representative nmay file an appeal
with the DoD NAF Personnel Policy Ofice after conpleting the DoD Conponent
review |l evel, except as outlined in paragraph B.3.b of this Appendix. The
enpl oyee may file the appeal at any tine. However, to retroactively correct an
adverse action, the appeal nust be filed within 15 cal endar days of the date of
recei pt of the Conponent’s decision. The appeal shall specify which part of
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the decision the enployee disagrees with. The time |init may be extended as
outlined in subsection C. 3. of this Appendix.

2. Al decisions shall be based on the record established by the DoD
Conponent’s review of the enployee's application, and by any pertinent
i nformation provided by the enployee. However, the DoD NAF Personnel pPolicy
Ofice my audit the job and take the results of the audit into account in

reaching its decision. Aan enployee has no right to have a representative
present at a desk audit conducted by the poo NAF Personnel Policy Ofice.

3., The DoD NAF Personnel Policy Ofice shall notify the enpl oyee and DoD
Conponent, in witing, of its decision. |f this office sustains the enployee's
application, the effective date of the change in classification of a position
shall not be earlier than the date of the decision and not later than the
begi nning of the first pay period which begins after the 60th day fromthe date
the application was filed, except when a later date is specifically provided in
the decision. An appeal decision that corrects a downgrading or |oss of pay
retroactively shall require correction of records and supplenented sal ary
payments. |f the decision of this office sustains any other change in
classification, such corrective action shall be inplenented and effective no
| ater than 60 days after receipt of the witten final decision by the DoD
Conponent.  An appeal decision that results in a downgrading or |oss of pay
shall require corrective action consistent with the provisions of NAF personnel
regul ations.

F.  APPEAL DECI SI ON

The decision of the DoD NAF Personnel Policy Ofice is binding on all
adm ni strative certifying, payroll, disbursing, or accounting officers within

DoD NAF activities. The decision is final and the enpl oyee has no further
right to an adm nistrative appeal.

HOW TO CONTACT THE DOD NAF PERSONNEL POLI CY OFFI CE:

IN WRITING DoD NAF Personnel Policy Ofice

801 N. Randol ph Street
Room 1205
Arlington, Virginia 22203-1989

TELEPHONE: Aut ovon 226-4539/ 4969
Commerci al 202-696-4539/ 4969



